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Office hours are another important responsibility. Be on time and cancel only in advance and
rarely. Please note that you must inform your Course Instructor if you need to cancel or change
your office hours.

T.A. Effectiveness/Evaluation

Like Course Instructors, T.A.s are evaluated through online student course evaluations at the end of
the semester. The evaluations can be accessed in Minerva once all grades have been entered for
the course. There is also a performance evaluation to be completed by the Course Instructor, in
discussion with you.

Grading

Most T.A.s will have take-home mid-term and final exams plus essays or term papers to grade. You
may also be asked to assess participation, whether in live sessions or in discussion boards on
MyCourses. If you feel that your workload is too heavy, you should raise the question with the
instructor and then, if necessary, with the T.A. Coordinator (T.A.s are entitled to a review of their
time sheet around the course add-drop date). Remember that your T.A. responsibilities will likely
be distributed unevenly throughout the term, and that faculty and undergraduate students are also
subject to the problems posed by periods of intense work combined with periods of relatively less
pressure.

Please note that in a remote teaching environment most exams will be take home exams. The
time required to grade these take home exams will vary according to the format and details of
the exam, including time allotted for completion, length, word limits, type of questions, etc.

McGill's credit and grading system is explained in the undergraduate programme calendar, but you
can refer to Appendix B at the end of this handbook for a summary. Within the framework of that
system, the grading policy and standards for each course are set by Course Instructors. The Course
Instructor will discuss each exam or assignment with you and provide written guidelines for
grading. If you are uncertain about the Course Instructor’s expectations for any grading
assignment, you should seek clarification before you start grading.

The Course Instructor retains ultimate responsibility for assigning the grades in any given course
and cannot delegate that to a T.A. Therefore, Course Instructors should monitor the grading,
reserve the right to overrule a T.A. grading decision, and must submit the formal grade sheets
required by the University. T.A.s will usually be involved in maintaining and updating a grade
sheet; however final grades will be submitted to Minerva by the Course Instructor.

Grading is a serious responsibility. While it is unrealistic to return assignments immediately, it is
reasonable and typically expected that T.A.s will grade and return assignments to students within
two weeks of the submission deadline. This is only fair to the students who need feedback as they
prepare for the next exam/paper. In Fall 2021, some assignments will be submitted electronically.
T.A.s should be careful to keep the exams and papers organized and secure, and they should not
share the content of these assessments with others. In addition to keeping track of exam and
paper grades, T.A.s will also be asked to record conference participation grades and/or to moderate
and assess discussion board participation. Consult with the Course Instructor in charge of the



course for specific guidelines and grading rubrics on what is expected of students in terms of
participation. Please keep in mind that communication with students in this remote teaching
environment comes with some added challenges. Always remember that there is a human being on


http://www.mcgill.ca/tls/

Appendix A. Suggestions for Running a Successful Conference

f Be professional

0 Students take their cue from your behaviour
= Open (live) sessions on time
= Make an effort to learn their names (take attendance)
= Show an interest in the material




Appendix B. Letter Grades at McGill

When a course is graded numerically, letter grades are assigned as follows for the purpose of
calculations of grade point averages (only letter grades appear on the student’s transcript):


/study/2020-2021/university_regulations_and_resources/undergraduate/gi_grading_and_grade_point_averages
/study/2020-2021/university_regulations_and_resources/undergraduate/gi_grading_and_grade_point_averages
/study/2020-2021/university_regulations_and_resources/undergraduate/gi_grading_and_grade_point_averages



http://www.mcgill.ca/studentservices/
http://www.mcgill.ca/counselling/
http://www.mcgill.ca/studentaid/

4) Office for Students with Disabilities

http://www.mcqill.ca/osd/
Redpath Library Building, Suite RS-56
514-398-6009

Services provided by the Office for Students with Disabilities include learning supports, help
with issues of accessibility (including classroom supports and access technologies to facilitate
students work in lecture, with readings, etc.), and short- and long-term academic planning.

McGill Mental Health Services

http://www.mcgill.ca/mentalhealth/
Brown Building, Suite 5500
514-398-6019

The McGill Student Mental Health Service offers confidential psychological and psychiatric
services for all McGill students who have paid their Student Services fees. The service strives
to provide a secure, non-judgmental space for students of all orientations and backgrounds.
Students suffering from problems with anxiety, depression, problems with sleep, attention,
obsessions or concentration, relationship difficulties, eating disorders, severe winter blues
etc., may make an appointment by phone or in person. Emergency services are also available
on a drop-in basis; see their website for details.

Managing Conflicts and Other Sensitive Situations
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http://www.mcgill.ca/osd/
http://www.mcgill.ca/mentalhealth/



http://www.mcgill.ca/students/srr/honest/



/students/srr/honest/students/test
http://www.sacomss.org/
/osvrse/
http://www.mcgill.ca/ombudsperson/
mailto:ombudsperson@mcgill.ca
/secretariat/files/secretariat/policy_on_harassment_and_discrimination.pdf
/secretariat/files/secretariat/policy_on_harassment_and_discrimination.pdf
http://www.mcgill.ca/harass/



/secretariat/files/secretariat/guidelinesonrelationships-final-e.pdf
/secretariat/files/secretariat/guidelinesonrelationships-final-e.pdf
/secretariat/files/secretariat/policy_on_harassment_and_discrimination.pdf
/secretariat/files/secretariat/policy_on_harassment_and_discrimination.pdf
/secretariat/files/secretariat/policy_against_sexual_violence.pdf
/secretariat/files/secretariat/code_of_student_conduct_and_disciplinary_procedures.pdf
/secretariat/files/secretariat/code_of_student_conduct_and_disciplinary_procedures.pdf
/secretariat/files/secretariat/charter_of_student_rights_last_approved_october_262017.pdf
/secretariat/files/secretariat/conflict-of-interest-regulation-on_0.pdf
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